
Will TOA be pre-
loaded with funds?

Yes
Identify funding 

source and amount

Contract Manager compiles Consultant Contract 
documents as per the “Agreement” section of the NJDOT 

Forms Catalog – Procurement on the NJDOT Intranet

No

Consultant Selection Committee meets and 
selects firm(s)

Contract Manager collects the following documentation and packages 
it for circulation and review:

AD-12
Copy of dated front-cover of response to technical proposal
AD-37
Both signed, original agreements with the Consultant’s signature 
Other documents as required by Professional Services

Department Secretary delivers 1 signed TOA along with 
pink copy of AD-12 to Accounting, and delivers the other 
signed TOA and yellow AD-12 to the Contract Manager.

PROCESS FOR ESTABLISHING TASK ORDER 
AGREEMENTS

Contract Manager begins circulation of the package to those identified 
on form AD-37 for approvals and signatures

Package is delivered to Department Secretary

Contract Manager scans and copies TOA. Copy is retained 
by MSE. Contract Manager emails scanned TOA  to 

Consultant, then mails original.

Consultant returns 2 signed, original TOAs and all 
supporting documentation to CM

Contract Manager prepares 
forms AD-12 and AD-37

Contract Manager sends Task Order Agreement to 
Consultant for signature

Will 
agreement use state 

or federal
funding?

State

Federal



PROCESS FOR ESTABLISHING PROJECT-
SPECIFIC CONSULTANT AGREEMENTS

Identify funding source and amount *

Contract Manager compiles Consultant Agreement documents as per the “Agreement” 
section of the “NJDOT Forms Catalog – Procurement” page on the NJDOT Intranet

Consultant returns 2  signed copies of agreement and 
all supporting documentation to CM

Contract Manager prepares 
forms AD-12 and AD-37

Consultant Selection Committee meets 
and selects firm(s)

Contract Manager collects the following documentation and packages 
it for circulation and review:

AD-12
AD-37
Copy of dated front-cover of response to technical proposal
2 original agreements, each with the Consultant’s signature 
Other documents as required by Professional Services

CM sends agreement, along with other requisite forms (as 
per Professional Services guidelines) to Consultant for 

signature

CM begins circulation of the package as per those 
identified on form AD-37 for approvals and signatures

Receive, review, and negotiate Scope of Work, schedule, and 
other submittals from Consultant (including subconsultants)

* For Federally funded agreements, see 
“Secure Federal Funding” flowchart

Department Secretary delivers 1 signed Agreement along 
with pink copy of AD-12 to Accounting, and delivers the 

other signed Agreement and yellow AD-12 to the Contract 
Manager.

Package is delivered to Department Secretary

Contract Manager scans and copies Agreement. Copy is 
retained by MSE. Contract Manager emails scanned 

Agreement  to Consultant, then mails original.



Will pre-loaded funds 
be used?

No

Yes

Contract Manager attaches forms AD-12 and form AD-37 to 
the 3 Task Order forms, and packages all documents for 

circulation

Receive, review, and negotiate Scope of Work, schedule, cost,and other 
submittals from Consultant (including subconsultants)

CM begins circulation of the package as per those 
identified on form AD-37 for approvals and signatures

Contract Manager distributes 3 signed Task Order forms as 
follows:

1 returned to Consultant (scan/email followed by 
paper copy)
1 sent to Accounting
1 retained by MSE, with a copy provided to 
Professional Services/Procurement

Identify additional 
state funding source 

and amount

Are
pre-loaded funds 
sufficient to cover 

cost of TO?
No

Contract Manager prepares forms AD-12 and AD-37

Yes

PROCEDURE FOR EXECUTING A TASK ORDER

Contract Manager completes Task Order form (download 
template from NJDOT Intranet) and sends to Consultant

Consultant returns 3 signed, original Task Order forms and 
supporting documentation (scope, schedule, cost) to 

Contract Manager

Contract Manager circulates Task Order forms internally 
(within TSM) for approval and signature

Consultant returns 3 signed, original Task Order forms and 
supporting documentation (scope, schedule, cost) to 

Contract Manager

Contract Manager completes Task Order form (download 
template from NJDOT Intranet) and sends to Consultant

Will 
Task Order use state 

or federal
funding?

State

Identify federal 
funds and amount. 

Refer to “Secure 
Federal Funding” 

flowchart

Federal

Department Secretary delivers 1 signed Task Order along 
with pink copy of AD-12 to Accounting, and delivers the 

other 2 signed Task Orders to the Contract Manager

Contract Manager distributes 2 signed Task Order forms as 
follows:

1 returned to Consultant (scan/email followed by 
paper copy)
1 retained by MSE, with a copy provided to 
Professional Services/Procurement



Provide preliminary advance-notice to FHWA New Jersey 
Division Office via e-mail.

Include Name of Project, scope, schedule, cost, and funding 
source (Federal project line from STIP)

Is FHWA 
response 

favorable?

Revise or 
supplement 
information 

provided to FHWA

Compile formal submission, including 
Consultant Proposal (scope, 

schedule, cost) and supporting 
documents

Deliver documents to Capital 
Programming

No

Yes

PROCESS FOR SECURING FEDERAL FUNDING FOR 
CONSULTANT AGREEMENTS

Receive authorization (PDF 
format) via email from Capital 

Programming

File authorization within MSE

Ensure copy of authorization is received by 
Budget Center Manager (Assistant 

Commissioner’s Office)

Ensure Job Number and Federal Project 
Number have been obtained
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